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Locating Resumix Skills to be used in CPDSS 
 
 
• From the Resumix Recruiter’s Desktop, select Requisition > Select.   
 

 
 
• Type in the whole or partial name of your requisition and press the Find button. 
• Highlight the appropriate Requisition and press Select. 
 
 

                                     
 
 

Appendix D 

To open a Requisition: 
- Click Requisition on Menu Bar 
and choose Select: 
 

 
  
or 
 
- From the Navigation Bar, click   
Select on the Requisition Menu. 

You can type 
part of the 
Requisition 
name and use 
the wild card 
(Example: 
01MAR4A*). 
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• From the Requisition, select the Resumix Search Tab and select Create a New 
Search .   

 

 
 
 
 
 

• In the Resume Search, under the Qualifications tab, press the From Req button. 
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The Text area is now 
populated. 
 
Click the Locate 
button. 
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The Selected Qualifications area is now 
populated.  All Resumix skills will automatically 
show a   by the Resumix skill.  The    stands 
for Desired. 
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Decide which Resumix skills you need for your job and at what Element Rule they will be used.    
 

To show the Knowledge Base window, 
you can: 
 
- Double-click the Resumix skill. 
 
OR 
 

- Click the Knowledge Base icon . 



D-6 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The Resumix Knowledge Base will appear 
showing the specific skill.  Double click on 
the skill. By doing this, the skill will 
populate in CPDSS.  NOTE:  You must 
have CPDSS open on your desktop.  
Repeat this process until you have identified 
all the skills associated with your job. 
 
If there are other skills you wish to add that 
were not identified, type the name of the skill, 
in all lower case in the Knowledge base Find 
window with a wild card “*” in front and/or in 
back of the word ex:  *acq*  
 
Repeat steps above by double clicking on the 
skill to add the skill(s) to CPDSS  
 
Please ensure you identify Skills only. 
 
Toggle back to CPDSS once finished. 
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